Using Outlook Web Apps (OWA)
Microsoft Exchange 2010

The Outlook 2010 Screen
Navigation Pane
E-mail Basics
0 E-mail Basics: View Tab
= Changing view of Reading Pane
= Changing view of Navigation Pane
=  Changing view of To-Do Bar
0 E-mail Basics: Creating E-mails
=  Sending an E-mail
= Auto-complete and the Global Address List
=  Working with Folders
0 E-mail Basics: Signatures
= Creating a Signature
= Inserting a Signature
0 E-mail Basics: Rules
Calendar Basics
0 Access the Outlook Calendar
0 Adding an Appointment
0 Adding a Meeting Request
Contact Basics
0 Global Address List vs Personal Address Book (Contacts)
0 Access your Personal Address Book (Contacts)
Task Basics

0 Creating Tasks
0 Viewing Tasks/To-Do List

Microsoft Exchange Server is an email server, calendaring software, and a contact manager
developed by Microsoft. It is a server program that runs on Windows Server and is part of
the Microsoft Servers line of products. The software lets users share information using

either Outlook Web App (OWA) or the Outlook client. OWA uses a web browser to access



email. Outlook client is installed on a PC and can access email using a direct connection to
the Exchange server on a local network or HTTP (web access). Outlook client gives the user

access to the full set of Exchange features.

The Outlook 2010 Screen
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Navigation Pane

e Mail- Contains mail related folders like inbox and sent items folder. Use the Favorites section
at the top of the pane for easy access to frequently used folders

e Calendar — Lets you view and schedule appoints, events and meetings, and compare
calendars side by side.

e Tasks — Organize to-do lists, track task progress and delegate tasks.

e Contacts — Store addresses, phone numbers, and e-mail addresses.

E-mail Basics

E-mail Basics: View Tab



Changing view of Reading Pane

You can change the view of your Reading Pane on the screen, moving it to the right or bottom of the

screen. You can also turn it on an off.

1. Click the View Tab.
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2. Click Reading Pane in the Layout section of the Ribbon.
3. Click Right, Bottom or Off.
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Changing view of Navigation Pane

You can change the view of your Navigation Pane two ways as well; Normal or Minimized. You can

also turn the Navigation Pane off.

Click the View Tab.

Click Navigation Pane in the lay out section of the Ribbon.

Click Normal, Minimized or Off.

You can also choose whether you want the favorites folders to show.
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Changing view of To-Do Bar

The To-Do Bar provides a Date Navigator, Appointments and Task List. You can select which features
of the To-Do Bar are visible and choose between Normal and Minimized views. You can also turn the

To-Do Bar off.

Click View Tab.

Click To-Do Bar in the Layout section of the Ribbon.

Click Normal, Minimized or Off.

Click Date Navigator, Appointments or Task List to toggle their visibility.
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Conversations

Conversations view’ groups every message in a conversation together and by default is on.

If you delete a conversation you will delete all email that is part of that conversation.



E-mail Basics: Creating E-mails

Sending an E-mail

=

Click the Home Tab if necessary.
2. Click New E-mail in the New section of the Ribbon. The new e-mail window will
open.
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3. Type the address of the recipient in the To... field.

4. Type an address in the Cc... field if you wish to send a copy of the message to a third
party.

Type a subject matter in the Subject field.

Type your message in the large text box.

7. Click Send.
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Auto-complete and the Global Address List

Outlook has an auto-complete feature that attempts to predict what e-mail address you're typing

based on the addresses you’ve e-mailed in the past.

=

Auto-complete appears as soon as you start typing an address in the To... field.

2. The e-mail displayed will be Outlook’s best guess at what address you are typing. It
will refine as you input more characters.

3. Hit enter on your keyboard when the correct address is displayed and auto-complete

will fill in the remaining characters.

To.. | |de|

1
CC... |_ Demo ProdColizborate3 <demo3. tss@e northwestern.edu> & ||

Subject:

The Global Address List is a Navajo Nation contact list of employees. It can help you find contact

information and e-mail addresses, and can be accessed from the new e-mail window.

1. Type an identifying piece of information, such as a last name, into the To... field. You
do not need to enter a full name, for example entering “ben” will bring up “Benneke”
and “Benson”.

2. On your keyboard, hold the Ctrl key down and hit the K key.

3. The Check Names window will open. This window lists all matches from both your
personal contacts and the Global Address List.

4. Click the record for the person you want to message.

5. Click OK.

6. An e-mail address for the person you want to message will appear in the To... field.
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Check Names. | PS
Microsoft Outlook found more than one "dem”.
Select the address to use:
I Mame Title Busi

& Demo ProdCollaborate

= Demo ProdCollaborate2

& Demo ProdCollaborate3
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| Properties | | Show More Names... | | New Contact... |
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Prevent recipient names from showing by using the Bcc field

Send [H 0 b @ 8 ¥
To.. Adrienne Joe;

Cc..

Bec... Agatha T. Tsinnijinnie;

Bcc is an abbreviation for blind carbon copy.
message, a copy of the message is sent to the recipient, but the recipient's name is not visible to the

other recipients of the message. If the Bcc box is not visible when you create a new message, you can

3 & V- Options.

HTML n

If you add a recipient's name to the Bcc box in an e-mail

add it. In a new message, on the Message Options tab, in the Fields group, click Show Bcc. One

reason that people use bbc is to keep email addresses private.

NOTE: There is a 23 Megabyte size limit in sending and receiving attachments on the Navajo

email system.



Working with Folders

Folders provide a useful way to manage your messages. They appear in the navigation pane. You

can create folders in any structure that suits your needs.

=

Right click on the folder that will house your new folder.
2. Click New Folder in the drop down menu. The Create New Folder window will open.
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3. Type the name of your new folder in the Name field.
4. Click in the Select where to place this folder field if you wish to change where your
folder will be located.



5. Click OK.
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6. The new folder will appear in the location you indicated.

4 r-dolley@northwestern.edu

4[ 3 Inbox
[ Example Folder

If@ Drafts
[j Sent Items
fa] Deleted Items (1]

7. You can drag and drop messages directly to this or any folder.
E-mail Basics: Signatures

Creating a Signature
Outlook 2010 allows you to create custom signatures for your messages. You may create multiple
signatures to apply to messages as you see fit. Your first signature is automatically applied as your

default signature and will appear on your outgoing messages.

1. Click the Home Tab if necessary.
2. Click New E-mail in the New section of the Ribbon. The new e-mail window will
open.



3. Click Signature in the New E-Mail menu.
4. Click Signatures... in the drop down menu. The Signatures and Stationary window
will open.
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Book Mames File Item~ - Policy = § LowImportance
MNames [ Includ User Support Specialist | foom
Signatures...

5. Click New to create a new signature.
6. Type the name of your signature in the New Signature window that appears.
7. Click OK.

E-mail Signature | Personal Stationery

Select signature to edit Choose default sign

-

Mew Signature

Type a name for this signature:

Delete | I Mew i J

Edit signature 1
[Calibri Body) |~ |[11 ivi| B
|

8. Type your desired signature in the text box below.
9. Click Save to save your signature.
10. Add additional signatures or Click OK to exit.



E-mail Signature | Personal Stationery |

Select signature to edit Choose default signature
.| E-malaccount: | dolley@northwestern.du
MNew messages: ifncnej
|

EE]E]

Repliesforwards: i(none}

Cosee ) [ ten ][ s ] [ gorene ]
Edit signature

{WEEB| B I U [m| = = |,§§§usiness(:ard |E %
Example Signature Info -
Northwestern University i

Inserting a Signature

If you have created more than one signature, you can select which one you wish to use while

composing a new message.

=

Open the New E-Mail window.

2. Click Signature in the New E-Mail ribbon. A list of the signatures you have created
will appear in the drop down menu.

3. Click on the signature you wish to use.

4. The signature will appear in at the bottom of your message.

Attach |[signature| Assign
Item ~ - || Policy~ B Low Importal

¥ Follow Up ~

v High Importz

Includ Example Signature

Signatures...




E-mail Basics: Rules

1. Click on Rules in the Ribbon.
2. Click Manage Rules & Alerts in the drop down menu.

N Find a Contact =
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Move | Rules |OneMote | Unread/ Categorize Follow y .
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Always Move Messages From: NWU-COMP-ANNOUMCE
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U-CO L{% Create Rule...
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3. Click New Rule. This opens the Rules Wizard window.

E-mail Rules

@- Mew Rule... Change Rule ~ 523 Caopy.
| |F‘.ule (applied in the order shown)

4. Select the type of rule you wish to create in the Step 1: Select a template menu.



5. In this example, select Move messages from someone to a folder and Click Next.

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
-.3 Move messages from someone to a folder
.1?_'3 Move messages with spedfic words in the subject to a folder
.ﬂ Maove messages sent to a public group to a folder
Y Flag messages from someone for follow-up
-.;3 Mave Microsoft InfoPath forms of a specific type to a folder
L3 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
= Dizplay mail from someone in the Mew Item Alert Window
i) Play a sound when I get messages from someone
;'j Send an alert to my mobile device when I get messages from someone
Start from a blank rule
1 Apply rule on messages I receive
=3 Apply rule on messages I send

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
fromipeople or public group!
maove it to the spedfied folder

and stop processing mare rules

Example: Move mail from my manager to my High Importance folder

< Back [ Mext = ] ’ Finish

6. Click the check box next to the condition(s) you wish to trigger the rule. In this example,
click from people or public group.

Which condition(s) do you want to check?
Step 1: Select condition(s)

from people or public aroup -
[] with specific words in the subject i
[] through the specified account

[] sent only to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box
[] where my name is not in the To box fi
[] sent to people or public group

[] with specific words in the body

[] with spedific words in the subject or body

[] with specific words in the message header

[] with spedific words in the redpient's address

[] with specific words in the sender's address

[] assigned to category category i

m




7. Click the people or public group link in Step 2: Edit the rule description to open the Global
Address List and select a person or group to whom the rule applies.

|| marked as [mportance =]
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[ where my name is in the To or Cc box I
[T where my name is not in the To box
a se.ntm PECRIE O DUOIE QTR le or public arou | Mame Title Business Phone Location |
[] with specific words in the body

[ with specific words in the subfect or body -
[] with specific words in the message heade| & Demo ProdColaborate2

[] with specific words in the recipient's addr 8§ Demo ProdCollaborate3

[] with specific words in the sender's addres & DL_NIT Test m

;demo | Go | Global Address List - r-dolley @northwestern.e +  Advanced Find
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& Elizabeth Rivera Operations Specialist +1847 4914101

8 Email Test1
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: 1 4§ Eva Kathleen Basner-atz Director Processing & Infor... +1847 467 3143
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[ From > | |DemoProdCalaborate
vanston.., [ @ Cancel

12:58 AM

8. Click the specified link in Step 2: Edit the rule description to open a list of your
folders. Select the folder to which you want to move incoming messages and click OK.

.

|[C] sent to people or public group
|[] with spedific words in the body | Rules and Alerts
|:| with specific words in the subjed
|[] with specific words in the messad | Choose a folder:

E g

:|:| with specific words in the recipie a |2 r-dolley@northwestern.edu -
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Step 2: Edit the rule description {d%ﬂ. [ Jon Greene i -
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9. Your selections will appear in the Step 2 window.

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
from Demo ProdCollaborate
move it to the Example Folder folder
and stop processing more rules

Verify that they are correct and Click Next.

Cancel ][ < Back ” Mext =

J |

Finish

10. Click what action you want Outlook to take with the messages.

the specified folder and click Next.

Step 1: Select action(s)

In this case, click move it to

'stop processing more rules

»

| move it to the specified folder

[] assign it to the cateqory category

[] delete it

[ permanently delete it

[] maove a copy to the spedfied folder

[] forward it to people or public aroup

[] forward it to people or public group as an attachment
:I:l redirect it to people or public group

[] have server reply using a specific message
[] reply using a spedific template

[] flag message for follow up at this time

[] dear the Message Flag

[] dear message's categories

[] mark it as importance

[] printit

|1 play a sound

|[] start application

Step 2: Edit the rule description (dick an underlined value)
' Apply this rule after the message arrives
from Demo ProdCollaborate
move it to the Example Folder folder
and stop processing more rules

m

Cancel

][ < Back ][ Mext = J[

Finish

11. Select any exceptions you wish to apply to the rule. In this example we are not adding any

exceptions. Click Next.



Are there any exceptions?
Step 1: Select exception(s) {if necessary)

[ except if from people or public group

[] except if the subject contains specific words
[] except through the specified account

[] except if sent only to me

[] except where my name is in the To box

[] except if it is marked as importance

[] except ifitis marked as sensitivity

[] exceptifitis flagged for action

[] except where my name is in the Cc box

[ except if my name is in the To or Cc box

[] except where my name is not in the To box e
[] except if sent to people or public group

[] except if the body contains specific words

[] except if the subject or body contains spedific words

[] except if the message header contains specific words

[] except with specific words in the recipient's address

[] except with specific words in the sender's address
] except if assigned to category category *

»

m

Step 2; Edit the rule description {did: an underlined value)
Apply this rule after the message arrives
from Demo ProdCollaborate
move it to the Example Folder folder
and stop processing more rules

Cancel | | <Back | MNextz | [ Finish

12. Click Run this rule now on messages already in “Inbox” to have Outlook apply the filter
to messages already in your inbox.



13. Click Finish to complete the wizard and apply your new rule.

Step 1: Spedfy a name for this rule

-Eiampie i:‘.uie

Step 2: Setup rule options
Run this rule now on messages already in “Inbox”™

Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)
Apply this rule after the message arrives
from Demo ProdCollaborate

move it to the Example Folder folder
and stop processing more rules

Cancel ] [ < Back Mext =




Calendar Basics

Outlook 2010 has a robust calendar feature for managing your time and scheduling meetings with

other users.

Access the Outlook Calendar

1. Click on Calendar in the Navigation Pane. The calendar will appear in the Outlook Screen.

Wl G (8~
Adding an Appointment

There are two ways to add an appointment to your calendar:

1. Click New Appointment in the Ribbon.

= .
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Home Send / Receive Folde

AB 5=

Mew Today MNext7

Mew
Appointment Meeting Hems~ Days

Mewr | GoTo ']

OR
Double click an area on your calendar.
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Double Click

The Appointment window will open.

Type a subject for your appointment in the Subject field.
Type a location for your appointment in the Location field.
Set a start and end date and time for your appointment.
Type a note for your appointment in the large text box.

Click in the Reminder field in the ribbon to set a reminder for your appointment. Reminders

can be scheduled for five minutes to two weeks before the appointment.

;
m Appointment Insert Format Text Review & a
- . — . =
M= 3 (3] calendar (L) — N BE a8 ©
i gl x S _. Busy = 4_¥ Recurrence = .
£ Forward - | (NS S==l | R — w0
|Save B Delete \ppointment| Scheduling Invite A 15 minutes - 9 Time Zones | Categorize Zoam
| Close @ Onetlote Assistant | Attendees L -
Actions Show Attendees Options i Tags Zoom
Subject: | Example Appointment] |
Location: |Confeyence Room A | 2
Starttime: | Wed 5/11/2011 || [1030 Am |+ [ Al day event
Endtime: | Wed 5/11/2011 [+ [12:00 M I~
Example Note %
: Fs

Click Save & Close in the ribbon. Your appointment will appear in your calendar.




Adding a Meeting Request

Meetings differ from appointments in that a meeting allows you to invite attendees and reserve rooms
and resources. When you create a meeting request, invited users will receive an e-mail invitation to
which they can respond. You will receive notification when users accept, decline or propose a new
time for the meeting.

There are two ways to access the New Meeting window.

Invite users to the meeting by following the same steps as adding addresses to a mail message; auto-
complete attempts to predict what e-mail address you're typing based on the addresses you’ve e-

mailed in the past, while The Global Address List provides a Navajo Nation contact list of employees

1. In the Mail view, Click on New Items in the Ribbon.
2. Click Meeting in the drop down menu.

‘_:_"'.ﬁ Ignore x

%z Clean Up -
Delete |
%Junk >

E-mail Message |

Appointment
Meeting |
Contact

Task

Text Message [SM5) B
E-mail Message Using »
Mare Items 3

L@ TunkE=wan |

=

OR
In the Calendar view, Click New Meeting in the Ribbon.

=T | Home Send / Receive Folder
= EE 5 E |
Mew Mew Mew Today MNext7
Appointment Meeting Items -~ Days
Mew GoTo T

rF

The New Meeting window will open.
3. Type a subject for your meeting in the Subject field.
4. Type a location for your meeting in the Location field.



5. Type a note about your meeting in the large text box.

@ Invitations have not been sent for this meeting.

o | |
E = :
:El Subject: |Examp|e Meeting |
Send = :
Location: |Conferer1ce Room B | - Rooms...
Starttime: | Fri 5/6/2011 - [230 M - | [ All day event
End time: | Fri 5/6/2011 | [3:00 PM -l
y Fal
Example Meeting Note.l il
[+

6. Click in the To... text box and begin typing the name or address of an attendee. Auto-
complete will suggest a recipient. Hit Enter on the keyboard to accept a suggestion.

@ Invitations have not been sent for this meeting.
Ta... |d| |
= Subject: E Demo ProdCollaborate3 <demo3.tss@e.northwestern.edu=  *

Send
S Bt demo?2. tss@northwestern.edu : Bl
Starttime: | Fri 5/6/2011 || 230 PM - | [ il day event
Endtime: | Fri 5/6/2011 - | |3:00 PM 2
[ =

7. Type the name of an attendee in the To... field. Hit Ctrl-K on your keyboard and select the
attendee you want from the list that appears. Click OK.



Check Mames ﬁ

Microsoft Qutook found more than one “dem”.

Select the address to use;
I Mame Title Busi

£ Demo ProdCollaborate *

& Demo ProdCollaborate2
& Demo ProdCollaborate3
8 m.dad209
1| 1] | 3
[ Properties ] [Ehow Mare Mames... ] [ﬂew Contact... ]
| | ok || Ccancl

8. Selected attendees will appear in the To... field.

9. Select a date and time for the meeting.

10. Click Send to send the invitation. Attendees receive an e-mail invitation to the meeting, and
you will be notified if they accept or decline.

Contact Basics

Global Address List vs Personal Address Book (Contacts)

You have two main ways of getting access to and storing contacts. You have access to a Global
Address List that contains everyone who has an Navajo-nsn.gov e-mail address and a Personal

Address Book for contacts inside or outside of the Navajo Nation. To access the Global Address List:

=

Click Address Book on the right side of Ribbon. The Address Book window will open.

2. Click the More columns radio button. Selecting this option will allow you to search by first or
last name, NetlID, or email address. Once you have selected this option, Outlook will
remember the selection, and you will not have to choose this option again.

3. Type a name into the search box. As you type, the search function will display possible

matches.
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4. Click the name of the person for whom you are looking. A new window will pop up with this
persons’ contact information.
5. Click Add to Contacts to add them to your personal address book. A new window will pop

up.

General | Organization | Phone/Notes | Member Of | E-mai Addresses |
MName
First: Dema Initials: Last: ProdCollaborate?
Display: Demao ProdCollaborate2 Alias: demo2.tss
Address: »  Title:
T Company:
City: Department:
Stater Office:
Zip code: Assistant:
Country/Region: Phone:
| Addtoconacs || Actions

(o J [ comel ][ seolr |

6. Click Save and Close. They will appear in your Personal Address Book.
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To Access your Personal Address Book (Contacts):

1. Click Contacts in the Navigation Pane. Your contact list will open on the Outlook screen.
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2. You can add new contacts, add contact groups, delete contacts, e-mail contacts and invite
contacts to meetings from this screen.



Tasks Basics

The tasks function of Microsoft Outlook is a way to keep track of daily, weekly, monthly and even
yearly “to do” items. You can use tasks to help remind you of once-in-a-while tasks that you must get

done, or recurring tasks that happen all the time.

Creating Tasks

1. Click New Items in the Ribbon.
2. Click Task in the drop down menu.
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3. The New Task window will open. In this window you can:
0 Enter a subject for the Task.

Enter a start and end date.

Enter a status.

Assign a priority level.

Add a reminder.

Set the recurrence of the Task.

Set a follow-up reminder.

Assign the task to someone else.

Categorize the task.

Type notes for the task.
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4. When you are done filling in the New Task window, Click Save and Close.

Viewing Tasks/To-Do List

Your new task is now visible in two places:

1. The To-Do bar lists Tasks on the right side of the outlook screen.

2. Double click a Task in the To-Do bar view and edit the Task.

Arrange By: Flag: Due Date|

Exampe Task 1
Example Task 2
Example Task 3

OR



1. Click Tasks in the Navigation Pane. This will open the Tasks view of the Outlook screen.
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2. You can view the details of a Task in the Reading Pane.

|Search To-Do List (Crl+E} P| @ Due today.
Arrange By: Flag: Due Date Today on top ‘;ﬁ! Subject Exampe Task 1
Due date:  Starts on 5/6/2011, due on 5/%6/2011
| Type a new task | Status; Not Started Priority:  Normal % Complete: 0%
o v Today Owner
@ Exampe Task 1

|| Example Task 2
@ Example Task 3
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Changing your password to your email account

To change your password you have to access Outlook Web Access (OWA).

To do this click on the Options button located on the upper left of OWA, a Change Password box will
appear. Follow the instructions to change your password.

Outlook WebApp
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Outlook Web App

Mail > Options: Manage Myself =

£

Account

Organize E-Mail Mail Spelling Calendar General
Groups

Settings Change Password

Phone

Slock or Allow type it again to confirm it.

sign out ‘ Benneke Gorman

My Mail 0 -

¥ m B ¥ R

Regional

Password S/MIME

Enter your current password, type a new password, and then

After saving, you might need to re-enter your user name and
password and sign in again. You'll be notified when your

password has been changed successfully.

Domain\user name: NAVAIO\bgorman
Current password: |
New password:

Confirm new password:
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sync connection, and
smart phone contact,
calander, email. too.
Also black berry phone is
just email support.

————— Original Message—--—-—

From: Benneke Gorman

Sent: Sunday, October 30,
2011 2:17 BM

To: ARlex Largile; Andrew =

Remember not to share your password with anyone and use a strong password.

Strong Password characteristics are:

¢ Contain both upper and lower case characters (a-z, A-Z)

¢« Have digits and punctuation characters as well as letters (0-9, '@#$%"N&*()_+—-

=\{}]:":<>2,./)

¢ Are at least eight alphanumeric characters long.

Make it a practice to Change your email user password every 90 days.




Navajo Nation Website

http://www.navajo-nsn.gov

Division of Social Services provides support for smart phone connection to Exchange Email
using ActiveSync.

If you have questions or need support you may contact:

execit@navajo-nsn.qov




